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personnel to explain intent of policy
and individual responsibility for effec-
tive implementation, making clear the
chief executive officer’s attitude.

(4) Schedule special meetings with all
other employees to discuss policy and
explain individual employee respon-
sibilities.

(5) Discuss the policy thoroughly in
both employee orientation and man-
agement training programs.

(6) Meet with union officials to in-
form them of policy, and request their
cooperation.

(7) Include nondiscrimination clauses
in all union agreements, and review all
contractual provisions to insure they
are nondiscriminatory.

(8) Publish articles covering EEO pro-
grams, progress reports, promotions,
etc., of minority and female employees,
in company publications.

(9) Post the policy on company bul-
letin boards.

(10) When employees are featured in
product or consumer advertising, em-
ployee handbooks or similar publica-
tions both minority and nonminority,
men and women should be pictured.

(11) Communicate to employees the
existence of the contractor’s affirma-
tive action program and make avail-
able such elements of its program as
will enable such employees to know of
and avail themselves of its benefits.

(b) The contractor should dissemi-
nate its policy externally as follows:

(1) Inform all recruiting sources ver-
bally and in writing of company policy,
stipulating that these sources actively
recruit and refer minorities and women
for all positions listed.

(2) Incorporate the equal opportunity
clause in all purchase orders, leases,
contracts, etc., covered by Executive
Order 11246, as amended, and its imple-
menting regulations.

(3) Notify minority and women’s or-
ganizations, community agencies, com-
munity leaders, secondary schools, and
colleges, of company policy, preferably
in writing.

(4) Communicate to prospective em-
ployees the existence of the contrac-
tor’s affirmative action program and
make available such elements of its
program as will enable such prospec-
tive employees to know of and avail
themselves of its benefits.

(5) When employees are pictured in
consumer or help wanted advertising,
both minorities and nonminority men
and women should be shown.

(6) Send written notification of com-
pany policy to all subcontractors, ven-
dors, and suppliers requesting appro-
priate action on their part.

[43 FR 49249, Oct. 30, 1978; 43 FR 51400, Nov. 3,
1978]

§ 60–2.22 Responsibility for implemen-
tation.

(a) An executive of the contractor
should be appointed as director or man-
ager of company equal opportunity
programs. Depending upon the size and
geographical alignment of the com-
pany, this may be his or her sole re-
sponsibility. He or she should be given
the necessary top management support
and staffing to execute the assignment.
His or her identity should appear on all
internal and external communications
on the company’s equal opportunity
programs. His or her responsibilities
should include, but not necessarily be
limited to:

(1) Developing policy statements, af-
firmative action programs, internal
and external communication tech-
niques.

(2) Assisting in the identification of
problem areas.

(3) Assisting line management in ar-
riving at solutions to problems.

(4) Designing and implementing audit
and reporting systems that will:

(i) Measure effectiveness of the con-
tractor’s programs.

(ii) Indicate need for remedial action.
(iii) Determine the degree to which

the contractor’s goals and objectives
have been attained.

(5) Serve as liaison between the con-
tractor and enforcement agencies.

(6) Serve as liaison between the con-
tractor and minority organizations,
women’s organizations and community
action groups concerned with employ-
ment opportunities of minorities and
women.

(7) Keep management informed of
latest developments in the entire equal
opportunity area.

(b) Line responsibilities should in-
clude, but not be limited to the fol-
lowing:
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(1) Assistance in the identification of
problem areas and establishment of
local and unit goals and objectives.

(2) Active involvement with local mi-
nority organizations, women’s organi-
zations, community action groups and
community service programs.

(3) Periodic audit of training pro-
grams, hiring and promotion patterns
to remove impediments to the attain-
ment of goals and objectives.

(4) Regular discussions with local
managers, supervisors, and employees
to be certain the contractor’s policies
are being followed.

(5) Review of the qualifications of all
employees to insure that minorities
and women are given full opportunities
for transfers and promotions.

(6) Career counseling for all employ-
ees.

(7) Periodic audit to insure that each
location is in compliance in areas such
as:

(i) Posters are properly displayed.
(ii) All facilities, including company

housing, which the contractor main-
tains for the use and benefit of its em-
ployees, are in fact desegregated, both
in policy and use. If the contractor pro-
vides facilities such as dormitories,
locker rooms and rest rooms, they
must be comparable for both sexes.

(iii) Minority and female employees
are afforded a full opportunity and are
encouraged to participate in all com-
pany sponsored educational, training,
recreational, and social activities.

(8) Supervisors should be made to un-
derstand that their work performance
is being evaluated on the basis of their
equal employment opportunity efforts
and results, as well as other criteria.

(9) It shall be a responsibility of su-
pervisors to take actions to prevent
harassment of employees placed
through affirmative action efforts.

[43 FR 49249, Oct. 30, 1978; 43 FR 51401, Nov. 3,
1978]

§ 60–2.23 Identification of problem
areas by organizational units and
job groups.

(a) An in-depth analysis of the fol-
lowing should be made, paying par-
ticular attention to trainees and those
categories listed in § 60–2.11(b).

(1) Composition of the work force by
minority group status and sex.

(2) Composition of applicant flow by
minority group status and sex.

(3) The total selection process includ-
ing position descriptions, position ti-
tles, worker specifications, application
forms, interview procedures, test ad-
ministration, test validity, referral
procedures, final selection process, and
similar factors.

(4) Transfer and promotion practices.
(5) Facilities, company sponsored

recreation and social events, and spe-
cial programs such as educational as-
sistance.

(6) Seniority practices and seniority
provisions of union contracts.

(7) Apprenticeship programs.
(8) All company training programs,

formal and informal.
(9) Work force attitude.
(10) Technical phases of compliance,

such as poster and notification to labor
unions, retention of applications, noti-
fication to subcontractors, etc.

(b) If any of the following items are
found in the analysis, special correc-
tive action should be appropriate.

(1) An ‘‘underutilization’’ of minori-
ties or women in specific job groups.

(2) Lateral and/or vertical movement
of minority or female employees occur-
ring at a lesser rate (compared to work
force mix) than that of nonminority or
male employees.

(3) The selection process eliminates a
significantly higher percentage of mi-
norities or women than nonminorities
or men.

(4) Application and related pre-
employment forms not in compliance
with Federal legislation.

(5) Position descriptions inaccurate
in relation to actual functions and du-
ties.

(6) Formal or scored selection proce-
dures not validated as required by the
OFCCP Uniform Guidelines on Em-
ployee Selection Procedures.

(7) Test forms not validated by loca-
tion, work performance and inclusion
of minorities and women in sample.

(8) Referral ratio of minorities or
women to the hiring supervisor or
manager indicates a significantly high-
er percentage are being rejected as
compared to nonminority and male ap-
plicants.
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